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Parcel Import

• New Parcels

• Parcel updates

➢ Community Development

➢ Parcel Management

➢ Parcel Import



File Layout



File Layout

I Will color code headers in example



File Layout

• Parcel Number is required

• If owner address is included the city, state, and zip are required

• Transfer Type is a validation set



File Layout

• Parcel address must include City, State, and Zip

• Zoning Class, Property Class, and Exemption Class are validation sets

• Parcel square feet has no front-end field



File Layout

• Mapping level 1 is tied to Jurisdiction Mapping in Maintenance

• Mapping level 2 – 6 are not used but required for formatting

• Latitude, Longitude, and GIS_Id has no front-end field

• Primary Address Flag used when there are multiple address on one parcel

• Subdivision is not required but tied to a validation set



File Layout

• Secondary Owner info only used for joint ownership

• Old Parcel number is not used but required for formatting



Creating the File



• Can be created in Excel

• Needs all fields

• Saved as pipe delimited .txt file

• Headers must be removed before import

• Keep excel file separate for easy updates

Creating the File



Open Control panel

Use the search function

Setting up the pipe delimited file



Category

Icons



Select Region

• May show as Clock and 

Region 

Additional Settings

Line Separator

Setting up the pipe delimited file



Export to CSV



Rename to TXT file



Remove Headers



Importing The File



System Settings

Set defaults

Maximum batches kept in history

Verify against current records or 

previous import

Address option to create address or 

only use existing addresses



Parcel Import Process

Select created file

Partial Import – updates only parcels in 

the file

Partial import should stay checked for 

99.9% of usage



Parcel import Process

Open batch will give information on 

batch

Can delete open batch



Import Errors



Validate import



Validation Errors

Three main errors:

• Same Address

• Mapping errors

• Missing validation entry



Same Address

May be in file or address already 

used in system

Use Conditional Formatting to 

check file

Check parcel service



Mapping Errors

Connects data to validation sets

May still need even when they match



Missing Validation Entry

Only if the value is completely missing 

from validation set

Make sure mapping is set first



Text Replacement



Be Careful of Spelling

135 W Main St.

135 West Main St.

There are different to the system



Generate Reports

Can print any combination

Inactive parcels only works for full 

import



Finalize Import

Last step in process

Make sure all parcels look good and the 

import settings are correct



Finalize Import



Questions



Maintaining Parcels



Parcel Service



Parcel Service



Updating Address



Improvements can have multiple addresses

Parcels can have multiple improvements

Splitting/Merging parcels is based on improvements

Updating Address



Updating Address

New Improvement

New Address



Updating Owner

Ownership change

Add Owner



Updating Owner



Questions



Your feedback is important

Please complete the session survey via the mobile app

We read every submission

We use your input to guide content for future sessions and 

to improve our presentations



tylertech.com
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